
ATAAPS TRAINNG

Inputting Labor hours



Labor Input

Straight 8 hours: Mon -
Fri



Open the following 
website:  

https://ataaps.cds.disa.mil

https://ataaps.cds.disa.mil/


Select “IMCOM Ver…”



Select “OK”



Input: 
Login Name: first name_last name

Password:  “user set” after first login
Data Source:  “IMCOM3”



Select “Labor”



Select “Current Pay 
Period” BEGIN date 



Then press “PayPeriod”
button



You’ll now see the current 
pay period dates displayed 
under “Employee Hours”



Labor Input



Step 1 – click “InsertRow”



Step 2 – select the Job 
Order for work completed 

then click “OK”



Step 3 – choose the type 
hour required



Step 4 – input hours worked 
for that specific “job order”

and “type hour”



Step 5 – once hours are 
complete, click “Save”



Step 6 – click “Menu”



Labor Input

Annual Leave Input



Step 1 – select “InsertRow”



Step 2 – choose default Job 
Order code and press “OK”



Step 3 – select “LA” for 
Leave Annual



Step 4 – once complete, 
select “Save”



Labor Input

Submitting your Time 
Sheet



Step 1 – select 
“Labor/Leave Review”



Step 2 – from drop down 
menu, select current begin 

pay period then press 
“PayPeriod”



Step 3 – verify scheduled 
hours reported - check box 

“I name agree….”



Step 4 – once verified & box 
checked, click “OK”


